
Create an Expense Report for a Local Trip 

1. 	Enter the Begin and End Dates that will Cover All Expense Dates
2.  Select Local Trip

The system will create a leg per day. It takes about 2 minutes to populate
legs for 3 months. Even expense will not be recorded for a day (or more) do
not delete the legs here. The departure city must be populated. 

3. Select the expense or expenses to be claimed. 
    Note that this screen is only for the first leg. From here it is more 
    convenient to click the Continue to Expense Details Screen when the 
    traveler is only claiming one expense for some of the days. (Or you can 
    select Next Leg if there are several and different expenses for each day 
    of the trip. This second option would give you a clearer view of the 
    expenses you will enter for every day.)
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4. Once you have the expense for one day (“mileage” in this example), select
    the expense that needs to be entered for other days and click the 
    Copy Selected Expenses button.

5. Click OK.

The selected expense can be copied to only one day or to a range of dates, 
as needed. If copying to a range of dates, enter the from and to dates.
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The copy option can be repeated as many times as needed to copy an 
expense to different/separate ranges of dates within the being and end 
dates of the trip.

Creating an Expense Report for a Local Trip - Continued

6. Complete the record by selecting an approver and submitting the
    Expense Report.


